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Purpose

Use this procedure to seperate a Civil Servants identity with NASA and add a new Contractor Affiliation.

Trigger

Perform this procedure when a Civil Servant is leaving NASA and becoming a Contractor. 

Menu Path

Use the following menu path(s) to begin this transaction:

· https://idmax.nasa.gov 

Helpful Hints

· The R/O/C column in the field description tables below indicates whether the field is a
process Requirement, Optional, or Conditional.

 

With Simplified Logon you will no longer need to enter your AUID (Agency User ID) and Password to
access IdMAX. If this feature has been disabled in your web brower then you will need to know the
following information:

o Your Agency User ID (AUID) and password
o Answers to the security questions used to setup your NASA Profile
 

https://idmax.nasa.gov
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Procedure

1. Start the procedure using the IdMAX URL: https://idmax.nasa.gov
 

IdMAX - Main Menu

 

 

2.
Click the Identity Management  tab to access the Modify Identity tool.

 

https://idmax.nasa.gov
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IdMAX - NASA Identity Management Menu

 

 

3. Click the Modify NASA Identity  link to access the affiliation tab in modify
identity.
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IdMAX - Identity Search

 

 

4. As required, complete/review the following fields:
 

 Field R/O/C Description
 

SSN R  

Example:
464646655

 

5. Click the Search  button to begin the Identity search.
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IdMAX - Modify Identity

 

 

6. Review / verify the information on the Identity Tab. Click the Affiliation  tab to navigate
to the affiliation tab.

 



  

How to Change a Civil Servant to a Contractor Affiliation End User
Procendure (EUP)

End User Procedure

 

Last Update:
Wednesday, October 06, 2010

How to change a Civil Servant to Contractor End User Procendure
(EUP).udc

If printed, this document is considered uncontrolled

and for reference purposes only. 
Page: 6 of 12

 

IdMAX - Identity and Access Management Tools

 

 

7.  Click the Add Contractor Affiliation  button to add a new
affiliation and begin the process to seperate a Civil Servants identity from NASA. (CS to Contractor)
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IdMAX - Modify Identity- Affiliation Tab- Primary Affiliation

 

 

8. Click the Select if primary affiliation  check box to make the new
contractor affiliation the primary for the identity.
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IdMAX - Identity and Access Management Tools

 

 

9. As required, complete/review the following fields:
 

 Field R/O/C Description
 

Affiliation Number R  

Example:
09/16/2010

 
Company R  

Example:
 

Identity Framework Co.
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 Field R/O/C Description
 Affiliation Sponsor R

 

Example:
 

Jane Doe
 

Agreement End Date R  

Example:
 

09/20/2015
 

Affiliation Start Date R  

Example:
 

09/16/2010
 

Affiliation End Date R  

Example:
 

09/16/2011
 

10. Click the Continue  button to process the request.
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IdMAX - Modify Identity-Submit

 

 

11. Review / verify the information and click the Submit  button to submit the request and

send for approval or click the Edit button to make any necessary changes or click the 

Cancel button to cancel the request with no actions made.
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IdMAX - Modify Identity-Confirmation

 

 

12. Click the Back to Main Menu  link to return to the IdMAX Main Menu.

 
 

13. Congratulation! You have completed this task.
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Result

You have successfully seperated a Civil Servants affiliation with NASA and added a new contractor
affiliation.
 

 


